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UNITED STATES NUCLEAR REGULATORY COMMISSION
. ) NRC MANUAL

BULLETIN

- NO. 4151-238 o | DATE: August 13, 1990

SUBJECT: . NON—SES PERFORMANCE APPRAISAL SYSTEM

This Bu]letin establishes the requirement for 0ff1ce Directors and
Regional Administrators to certify to the Office of Personnel at the
‘beginning of each performance appraisal period that all employees within
their organizations have performance plans in place. - It also requires
supervisors to meet individually with each employee when developing -
performance plans; and to document a mid-year progress review meeting
with each employee. The requirement for supervisors to meet individually
with employees to discuss their ratings has already been established.

" The fol]owing additions to the Chapter and Appendix will be incorporated
at the next full Chapter- revision :

‘ CHAPTER
034 ergttors of Offices and Regiona)l Administrators

i. Certify in writing to the Office of Personnel by November 1 of
. each year that all employees have performance plans in place.
In instances where delays in establishing performance plans
occur, the certification will provide the date performance plans
will be put in place..

|  APPENDIX
NRC Appendix 4151, Part I

D. 3. Progress Review A progress review will be held each year
' generally in March for all employees who have served at least
120 calendar days under a performance plan by that time.
. Supervisors will meet with each employee individually to discuss
the employee's performance as related to the established :
performance plan.. The supervisor and the employee will document

that the mid-year progress review has been completed by signing
and dating section 2 of: NRC Form 412A.




a0

Progress reviews are not required for employees who have not
served 120 or more calendar days under performance plans by
their last workday in March. The progress review is not
grievable. -

NRC Appendix 4151, Part Il

B. 1.

Employee participation To encourage employee participation and
to help ensure a better understanding of the performance plan

- between the supervisor and the employee, supervisors will meet

individually with each employee when developing performance
plans. Employee participation can take place in a number of
ways, including but not limited to: employee and sugervisor
developing a plan together; the employee providing the
supervisor a draft plan; the employée commenting on a draft plan
provided by the supervisor; or the supervisor obtaining
information from a sample of employees who perform similar jobs.

Certification of Performance Plans By November 1 of each year,
each Office Director and Regional Administrator will certify in

writing to the Director, Office of Personnel, that all employees
have performance plans in place. In instances where delays in
estabtishing performance plans occur, the certification will -~
provide the-date performance plans will be put in place. =~
Certifications will include the names of employees for whom :
performance plans have not been established and a brief:
explanation of why a performance plan is in place.

aul Bird, Director
Office of Personnel
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 BULLETIN

4151 - 170 DATE: June 5, 1987

SUBJECTl REVISION IN DELEGATIONS OF AUTHORITY

1. Purpose: This Bulletin revises responsibilities and delegations of
'autEority._pubiishedAin Bulletin 4151-135, to conform with the NRC
- reorganization, effective April 12, 1987. These changes will be reflected
in the next revision of Chapter 4151, T
2. Generic Change: In 038 and throughout, references to the Director,
Division of grganization and Personnel, should be construed as references
- 'to the Director, Office of Personnel. .
3. Specific Changes: Revised responsibilities are 1isted below.
Citations = Function o h From To
033 a.; .Approveé exceptions, Difector. Director,
034 f. . - Office of Office of
' A Administration Personnel
033 b.; Approves positions which do not Director, Director,
Part II require a reviewing official. Office of Office of
B.10. _ ' Administration Personnel
033 c.; Insures performance awards are Director, Director,
Part 11 reviewed for budgetary consideration. Office of - Office of
G.2.d. - _ , ' Administration Personnel



Citatioﬁs Function - From ~- To .
039 Develobs and provides performance Director, ~ Director,
: Management Office of

Development and Personnel
Training Staff

Vigto fvll Jr,
ecutive Director
. for Operations
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TRANSMITTAL NOTICE

NRC  APPENDIX 4151 NON-SES PERFORMANCE APPRAISAL SYSTEM

SUPERSEDED: " TRANSMITTED:
Number e Date - . T Number D'a'te'

o IR TN____ 4100-129 -
Chapter _ A — Chapter __ -
Page ) : . .' Page‘v .
Appendix NRC 4151 | B ‘Append.x NRC 4151 |
: PART II (9, 10) 10/1/86 ' | PAKTII(Q '10) 9729789
REMARKS - o .

_P]ease remove pages 9 and 10, dated October. 1, 1986 from NRC
Appendix 4151, Part I1, and 1nsert new pages. 9 and 10 :

.This revision adds to paragraph 7 -the requirement for managers and
supervisors to deal effectively with differing professional views or
opinions and with procurement/contract responsib111t1es '
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BULLETIN

4151 -150 DATE: March 27, 1987

SUBJECT: NON-SES PERFORMANCE APPRAISAL SYSTEM MODIFICATION DUE TO APRIL

REORGANIZATION

This Bulletin provides special performance appraisal procedures for NRC
non-SES employees in offices reporting to the EDO during the FY-87 and FY-88
appraisal periods. This one-time change is designed to streamline procedures
and facilitate the assignment of fair and equitable ratings during a period
of major organizational change. The provisions of this Bulletin are
effective through September 30, 1988, at which time all NRC employees will
again be subject to the normal procedures described in Bulletin No. 4151-135,
dated October 1, 1986, subject, Non-SES Performance Appraisal System.

The following procedures apply:

1.

If an employee has worked a minimum of 120 days under a performance plan
(elements and standards) during the appraisal period, the appraisal
period for that employee shall end on March 31, 1987. During the month
of April 1987, the employee shall be given a rating of record for
his/her performance between October 1, 1986, and March 31, 1987. That
rating will be the employee's annual rating of record for all purposes
for the 1986-1987 appraisal period. A new extended appraisal period for
these employees will begin on April 1, 1987, and will end on

September 30, 1988.

1f, for any reason, an employee did not work under a performance plan

for a minimum of 120 calendar days during.the appraisal period of

October 1, 1986, through March 31, 1987, his/her appraisal period shall

be extended or the employee shall be given a new performance plan, as

appropriate. When the employee has worked under a performance plan for

%Zo/calendar days, the appropriate rating/reviewing officials shall rate
im/her, ‘



That rating will he the empnlovee's annual rating of record for all
purposes for the FY-87 aopraisal period. The emplovee's new appraisal
perfod will beqin on the dav following the end of his/her 120 dadv
appraisal period and will end an September 30, 1988,

€tor Stelto, J
Executive Director for Operations
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UNITED STATES NUCLEAR REGULATORY COMMISSION
NRC MANUAL

BULLETIN

NO. 4151-135 \ | DATE: October 1, 1986

SUBJECT: NON-SES PERFORMANCE APPRAISAL SYSTEM

Purpose:

This Bulletin publishes the new non-SES performance appraisal system to comply
with new Office of Personnel Management (OPM) regulations. OPM has approved
NRC's Performance Management Plan, including this issuance. Bulletin format
is used because negotiations with the National Treasury Employees Union are
not completed and management may decide .to revise the system subsequent to
negotiations. Any negotiated or management-initiated changes affecting
provisions covered by regulation or law will again require prior OPM approval.

This Bulletin supersedes Chapter and Appendix 4151 dated April 12, 1982, and
May 30, 1984, as well as NRC Bulletin 4151-70, dated May 29, 1981.

Coverage: , I
The provisions"of this Bulletin apply to all employees.as stated in 4151-01.

Effective Date:

The effective date of this Bulletin is October 1, 1986, as required by OPM
regulation. After September 30, 1986, all performance plans, including those
carried forward from the old system, should be created or revised to include
at least three but no more than six critical elements. Non-critical elements

should not be used.

Interim Forms:

Interim Forms 412A, to document employee's performance plans for the appraisal
period beginning October 1, 1986, are available in supply rooms. (See
Announcement No. 130, dated September 4, 1986, subject, Employee Performance
Appraisals (Non-SES), for further information.) NRC Form 412, needed to
complete summary ratings, will be provided as soon as possible after this

performance appraisal system {s final.
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CHAPTER 4151
SUMMARY OF CHANGES
Major Changes are Summarized Below.

Change

Regulatory objectives are listed.

The reviewing official may change and must approve
ratings given by the employee's supervisor before the
rating is communicated to the employee.

New regulatory definitions are added and used
appropriately throughout.

Covered employees must be rated if they have served
in a position within the NRC for 120 calendar days
during the appraisal period.

Employees must be rated when they leave positions in
which they have worked 120 calendar days or more.

Work under a detail or temporary promotion of 120
calendar days or more must be rated and that rating
considered when the next rating of record is made.

Within-grade increase determinations must be
supported by the most recent rating of record.

An employee's most recent rating of record plus the
ratings of record for the prior two years are
transferred when an employee moves to another agency
or servicing personnel office.

A mid-year progress review is required informing
employees of their level of performance by
comparison with the performance plans established
for their positions.

Only critical elements are used and are limited to
at least three but no more than six for any
performance plan. (The use of non-critical elements
is no longer authorized.)

The normal rating period is from October 1 to
September 30. Supervisors are given the month of
October to finalize ratings.
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11.D.3.

I1.D.7

I1.G.2.

I1.G.3

11.6.4

I1.G.5

I1.G.6.

I1.G.8.

I1.G.9.

Individual elements are rated by using one of the
five following ratings and are assigned concurrently
the appropriate numeric equivalent to that rating.

Qutstanding 0) -4
Excellent E) -3
Fully Successful FS) = 2
Minimally Successful MS) -1
Unacceptable u) -0

NOTE addition of MS Rating

Procedures for determining summary ratings are
changed.

Performance Awards are described. These awards
replace the former Sustained Superior Performance
Awards previously described in Chapter 4154,
Incentive Awards.

Incentive Awards - See NRC Chapter and Appendix
4154,

An employee's most recent rating of record must be
Fully Successful or Higher for him/her to be
eligible for a within-grade increase.

High-quality increases are now a part of this
Chapter and Appendix and have been removed from
Chapter 4154, Incentive Awards. :

An employee's most recent summary rating must be at
least Fully Successful for him/her to be considered
for noncompetitive career promotion. No employee
may receive a career ladder promotion if he/she s
rated below Fully Successful on a critical element
that is also critical to performance at the next -
higher grade of the career ladder. :

Supervisors must provide assistance to employees
rated below Fully Successful in an effort to bring
performance up to the Fully Successfu] level.

When a supervisor deems that an employee's
performance is Unacceptable in one or more critical
element, he/she must provide the employee with an
opportunity period in which to demonstrate




acceptable performance. If performance does not
improve, action to reassign, reduce in grade or
remove must follow.

Fatoee, Y
Patricia G. Norry, Direcgbr
Office of Administration

Attachment:
NRC-4151 and Appendix
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CHAPTER 4151 NON-SES PERFORMANCE APPRAISAL SYSTEM

4151-01 COVERAGE

This chapter implements 5 U.S.C. 43 and Part 430 of the Office of Personnel
.Management regulations. All NRC employees are covered by this performance -
appraisal system except members of the Senior Executive Service (covered by
Chapter 4152); administrative law judges appointed under 5 U.S.C. 3105;
Presidential appointees; those occupying Noncareer Executive Assignment posi-
tions under 5 CFR 305, and those occupying positions excluded from coverage
by statute regulation, or special exception of the Office of Personnel Manage-
ment (OPM). (See also 051 below.) Bargaining unit employees are covered by
provisions of this chapter and appendix except where there is specific conflict
with or modification by the Collective Bargaining Agreement, in which case the
Agreement shail govern.

4151-02 OBJECTIVES

021 To integrate performance, pay and awards systems with NRC's man-
agement functions for the purpose of improving organizational effectiveness in
the accomplishment of Agency missions.

022 To execute basic management and supervisory responsibilities.
023 To communicate and clarify Agency goals and objectives.

024 To identify individual accountability for the accomplishment of organ-
izational goals and objectives.

025 To  evaluate and improve Individual and  organizational
accomplishments.

026 To use the results of performance appraisal as a basis for adjusting
basic pay and determining performance awards, training, reassigning, promot-
ing, reducing in grade, retaining and removing employees.

027 To provide appropriate incentives and recognition, through perfor-
mance awards, for high level performance and high quality increases for sus-
tained outstanding performance, and to ensure that employees earn
advancement in pay to the next higher step in their grade levels.

Approved: October 1, 1986
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4151-03
031

a.

032

033

034

Approved:

RESPONSIBILITIES AND AUTHORITIES
The Chairman:

-

approves exceptions to performance awards scales (see Exhibit A)

"but not to exceed 15 percent of base sal'ary: (1) above $2,000 but

not to exceed $10,000 for all employees in Commission-level offices;
and (2). above $7,500 but not to exceed $10,000 for all other
employees.

submits award recommendations in excess of $10,000 up to $25,000
for OPM review and approval.

‘The Executive Director for Operations (EDO):

" directs the administration of the NRC Non-SES Performance Appraisal

System.

considers ;the periodlc evaluations of the System and recommendations
for changes and takes approprlate action to modlfy the System, as

R warranted

: approves exceptlons ‘to performance ‘awards scales (see Exhibit A)

but not to exceed 15 percent of base salary, for all employees under
his/her. )urlsductlon, for awards above $2,000 but not to exceed
$7,500. LT

The Director, Office of Administration:

approves exceptlons to thls ‘directive on a case-by case basis in ac-
cordance with applicable faws and regulations.

"approves pos:tnons Wthh do ‘not requure a rewewmg official.

insures that performance awards are reviewed for budgetary consid-

- erations before forwarding for payment, by reviewing and approving
..a list or summary compilation of ratings; thereby, approving any fi-
~-nancial commitment represented by the ratings.

Directors of Offices and Regional Administrators:

implement the System for employees within their respective organiza-
tions, consistent with this directive. (Regional Administrators with
delegated personnel authority insure that Employee Performance Fold-
ers (EPFs) are maintained for employees in their organizations who
are covered by this System.)

as appropriate, direct efforts toward developing some common ele-
ments and standards for identical or similar positions which are
offnce-spec:flc (e.qg.; Resident Inspectors).

as appropriate, assure that managers, supervisors, and employees
under their jurisdiction are trained in this System so they can effec-
tively carry out their responsibilities under this directive.

October 1, 1986
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035

assure that required appraisals of employee performance within their
organizations are conducted in a timely manner and that supervisors
evaluate employees in a consistent manner.

issue to employees under their jurisdictions, as necessary and
appropriate, advance notices of proposed actions covered by this
chapter and decisions on such notices with the concurrence of the
Director, Division of Organization and Personnel (O&P), and the
Office of the General Counsel. Unless otherwise indicated in writing
by the Office Director or Regional Administrator, an employee's
immediate supervisor is designated and authorized to issue advance
notices of proposed actions.

may request approval from the Director, Office of Administration, to
approve exceptions to this directive for employees under their su-
pervision in unusual situations.

certify to the Director, Division of Organization and Personnel, that
all eligible employees under their supervision have been appraised.

review and approve high-quality increases, and performance awards
recommended by subordinate supervisors (for positions which require
a higher level of review) including approval of performance awards
up to $2,000. This approval authority may be delegated no lower
than Division Directors or equivalent organization level.

Supervisors:

assure that position descriptions reflect the duties and responsibili-
ties assigned to their employees.

determine and document in writing the required performance plans of
positions under their supervision, and update those plans as needed.

inform subordinate employees at the beginning of the performance
appraisal period, and to the degree practicable and as needed
throughout the vyear, of the acceptable levels of performance for
their assigned positions and of the critical elements involved in
Unacceptable performance.

conduct a preress review for subordinate employees during the
appraisal period.

appraise and rate each employee's performance at required times.

recognize and nominate employees for awards when their performance
so warrants.

provide guidance and assistance to employees with performance below
Fully Successful.

Approved: October 1, 1986
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036

“a.

038

initiate appropriate corrective action when an employee fails to im-
prove Unacceptable performance.

Issue Performance Improvement Requirement Memorandums (PIRMS),
when warranted with the concurrence of Director, O&P.

where appllcable, review the performance appraisal practices of sub-

ordinate supervisors to assure consistent treatment of employees
within their organizations. :

Emgloxee :

participate with their supervisors in ‘developing performance plans
for their positions.

request that supervisors clarify any performance elements or stan-

dards not clearly understood.

advise supervisors of circumstances ‘which may impact upon or deter
the employee from properly performing duties or meeting assigned
deadlines.

participate in progress review and appraisal discussions with their
supervisors.

perform assigned ‘work.

Reviewing Officials:

review, revise as necessary, and approve performance plans for em-
ployees within their organizations to assure consistency.

review, revise as necessary, and approve summary ratings assigned
by subordinate supervisors.

review, approve and/or decide performance based personnel actions
within'® their delegated . authority and forward those needing
higher-level approval through channels.

The Director, Division of Organization and Personnel:

develops the NRC's Non-SES Performance Appraisal System, with in-
put from management officials, in. ‘conformance with law and

: regulation_s .

Approved:

approves extended rating periods as appropriate.
provides advice to NRC Offices in the implementation of the System.

periodically evaluates the effectiveness and efficiency of the System.

October 1, 1986
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039

b.
4151-04
4151-05

051

a.

develops recommendations and proposes corrective actions, when nec-
essary, to improve the System.

maintains Employee Performance Folders (EPFs) for each covered em-
ployee in Headquarters and in Region(s) without delegated personnel
authority.

provides final interpretation as to the intent and applicability of this
chapter and appendix.

concurs in the issuance of PIRMS and Advance Written Notices of
proposed actions covered by this chapter and decisions on such
notices.

The Director, Management Development and Training Staff:

in coordination with the Director, Division of Organization and Per-
sonnel, develops performance appraisal training programs.

provides necessary training to Agency managers and supervisors.
DEFINITIONS See Appendix 4151, Part |.
BASIC REQUIREMENTS

Applicability.

This Performance Appraisal System is required for all employees in:

(1) General Salary Schedule and special salary schedule positions
designated in grades GG-1 through GG-18.

(2) Hourly wage positions in pay plans such as WG, WL, WP, and
WS. :

(3) Positions with administratively determined pay rates except that
such positions are not covered by within-grade increase
provisions.

(4) Trial-period status, except that completion of the annual rating
does not satisfy the requirement for certification required by
NRC Appendix 4108, Part V, although ratings must be consis-
tent. Trial-period employees whose performance becomes less
than Fully Successful are not covered by provisions of this
chapter. Instead, see Chapter NRC-4108.

(5) Scientific and Technical Schedule (STS) positions equivalent to
Supergrade levels (above GG-15), except that STS employees
are not covered by within-grade provisions.

(6) Temporary positions when time in the position is expected to

exceed 120 calendar days in any consecutive 12 month period.
(This may include some cooperative education students.)

Approved: October 1, 1986
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NON-SES PERFORMANCE APPRAISAL SYSTEM

(7

Long-term training (exceeding 120 calendar days).

b. This Performance Appraisal System is not required for:

M

(2)
(3)

(4)
052 A

Employees who have not served or are not expected to be on

NRC rolls in active duty status for at least 120 calendar days
during the appraisal period. This includes employees appointed
to temporary positions, including summer clerical, summer aide,
summer faculty employees (this may include cooperative educa-
tion students), and employees on extended periods of leave
without pay.

Individuals serving without compensation.

Consultants and Members of Boards and Panels appointed under
NRC Chapter and Appendix 4139, '"Utilization of Consultants
and Members."

Individuals compensated on a contract or fee basis.

ppendix. Detailed policies and procedures for implementing the

NRC Non-SES Performance Appraisal System are contained in Appendix 4151.

053 References.

(1)
(2)
&)
(4)
(5
(6)

Subchapter | of Chapter‘ 43 of Title 5, United States Code.
5 Code of Federal Regulations, Parts 293, 430, 451, and 771.
Chapter NRC 4108, Employment.

Chapter NRC 4154, incentive Awards.

Chapter NRC 4170, Reduction in Force (Non-SES).

FPM Bulletin 571-3.

Approved: October 1, 1986
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PART |
GENERAL PROVISIONS

A. INTRODUCTION

This appéndbi es{tab.hshes"the policies and procedures for the administra-
tion of the NRC Non-SES Performance Appraasal System for covered em-
ployees (See 4151-01 and 051). 4

B. DEFINITIONS

1.

Aggralsal. The act or process of reviewing and ,evaluéting the per-
formance of an employee against the described performance
standards. : o

Appraisal Period. The period of time established by this appraisal
system for which an employee's performance will be reviewed. The
annual appraisal period is October 1 through September 30 of the
following year. The minimum appraisal period is 120 -calendar days.

Appraisal System or System. The NRC Non-SES Performance Ap-
praisal System established under Subchapter | of Chapter 43 of Title
5, U.S.C. and Part 430 of OPM Regulations which provide for identi-
fication of critical elements, establishment of performance standards,
communication of elements and standards to employees, establishment
of methods and procedures to appraise performance against estab-
lished standards, and appropmate use of appralsal information in
making personnel decisions. R ~

Crltlcal Element A  component. of a posntlon consisting . of one or
more duties and responsibilities which contributes toward accompllsh-
ing organizational goals and objectives and which is of such tmpor-

‘tance that Unacceptable performance on the element 'would result in

Unacceptable performance in the posntion

Directors of Offices. Dlrectors of all Offlces, Regional Administra-
tors, the Chairman, the Commissioners, the Executive Director for
Operations, and the Chairs of boards, panels, and committees with
reference to employees under their supervision.

»Emgl.oxees. All incumbents of positiéns listed in 4151-051(a).

Form NRC 412, "Non-SES Performance Appraisal System Summary Rat-
ing." The form on which all summary ratings are documented.

Individual Element Ratings. Ratings which indicate the degree to
which the employee has attained the performance standard. Each
critical element . will be assigned one of the following ratings: Out-
standing, Excellent, Fully Successful, Minimally Successful or
Unacceptable. '

1 ' Approved: October 1, 1986
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Performance. An employee's accomplishment of assigned work as
specified in the critical elements of the employee's position.

Performance Award. A performance-based lump sum cash payment to
an employee based on the employee's rating of record. A performance
award does not increase base pay.

Performance Award Budget. The amount of money allocated for dis-
tribution as performance awards to covered employees.

Performance Management Plan. The description of NRC's methods
which integrate performance, pay, and awards systems with its basic
management functions for the purpose of improving individual and
organizational effectiveness in the accomplishment of Agency mission
and goals.

Performance Plan. The aggregation of all of an employee's written
critical elements and performance standards.

Performance Standard. A statement of the expectations or require-
ments established by management for a critical element at a particu-~
lar rating level. A performance standard may include, but is not
limited to, factors such as quality, quantity, timeliness and manner
of performance.

Progress Review. A review of the employee's progress toward
achieving the performance standards. This is not in itself a rating.

Rating. See Summary Rating.

Rating Official. Normally, the employee's immediate supervisor who
has the responsibility for appraising an employee's performance
against his/her established performance plan and assigning a summa-
ry rating.

Rating of Record. The employee's annual summary rating. This is
normally the rating due in October but may also include ratings giv-
en after extended rating periods, ratings revised as a result of a
grievance, or ratings given to reconcile any differences between a
within-grade determination and an employee's most recent rating of
record.

Reviewing Official. Normally the employee's second level supervisor
who is the rating official's immediate supervisor. The reviewing offi-
cial is the approving official for the performance plan and ratings of
record. (Summary ratings that are not ratings of record (e.g., de-
tails) do not require review or approval by the reviewing official.)

Summary Rating. The written record of the appraisal of each critical
element and the assignment of a summary rating level. Definitions of
the five required summary rating levels follow:

October 1, 1986 2
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a. "Outstanding" means performance of rare, exceptional quality
with a very high quantity of work significantly ahead of
established schedules or deadlines and with very little
supervision. ‘

b. "Excellent" means performance of unusually ‘good or high quality
“with a high quantity of work produced ahead of established
schedules or deadlines and with less than normal supervision.

c. "Fully Successful' means performance which is of good quality
with the expected quantity of work that meets deadlines or
schedules for completion of work. :

d. "Minimally Successful" means performance which is not "Unac-
ceptable", but needs improvement to achieve the "Fully Suc-
cessful" level. This may be evidenced by the need for close
supervisory reylew, discussion, training and correction of work

" products. When performance falls below "Fully Successful", it is
necessary for the supervisor to assist employees in improving
thelr performance

e. "Unacceptable" means performance of an employee which fails to
"~ meet established performance standards in one or more critical
~elements of such employee's position. When performance is "Un-

* acceptable", action must be taken consnstent with required pro-
‘cedures. An "Unacceptable“ rating on any one critical element
jwould mandate an overall. summary rating of "Unacceptable."

C. REQUIREMENT FOR APPRAISAL

1. Eligibility for Appralsal

a. Generally, all employees who have- worked under a performance

~ plan for 120 calendar days or more will receive a rating of

record by October 31 of each year for the rating period just
‘completed on September 30.

b. By law, performance elements and standards must first be es-
~ tablished before an appraisal may be made based on those stan-
 dards. Therefore, an employee either new to NRC or new to a

position shall be provided in writing a performance plan for
his/her position normally not later than 30 calendar days after
the effective date of the action placing the employee in the po-
sition. In the case of a new position, normal procedures for
identifying performance ‘elements and standards apply (see
Part I, B.).

2. Employee's Change in Positlons. When an NRC employee changes po-
sitions during the appraisal period and has served a minimum of 120
calendar days under a performance plan in the position from which
he/she has changed, the supervusor of the position from which the
employee is leaving must appraise that employee and assign a summa-
ry rating on performance. (See Part Il, L.3 for processing

3 Approved: October 1, 1986
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instructions.) The supervisor of the new position must use the in-
formation contained in that (those) summary rating(s) when deriving
the next rating of record. Factors to consider include the portion of
the appraisal period that is covered by the rating, the relevance of
the performance plan to the present position and any other reason-
able considerations. The Rating Official will document on the Form
NRC 412 how the other summary rating was factored into the annual
rating of record if the rating of record differs from the other sum-
mary rating(s).

3. Details.

a. Inside NRC. An NRC employee detailed or temporarily promoted
to a position for a period expected to be 120 calendar days or
longer shall be provided with the performance plan for the po-
sition normally not later than 30 calendar days after the effec-
tive date of the detail or temporary promotion. Upon completion
of a detail or temporary promotion of 120 calendar days or
more, the supervisor to whom the employee was assigned shall
complete a written performance appraisal to be used by the em-
ployee's supervisor of record in determining his/her next rating
of record. (See Part Il, L.3 for processing instructions.) The
supervisor of record will consider the portion of the appraisal
period that is covered by the rating, the relevance of the per-
formance plan to the position of record and any other reason-
able considerations. The supervisor of record will document in
the narrative of the Form NRC 412 how the summary rating for
the detail or temporary promotion was factored into the rating
of record if the rating of record differs from that summary
rating.

b. Outside NRC. When an NRC employee is detailed or temporarily
promoted outside of the Agency for 120 calendar days or more,
a reasonable effort must be made to obtain appraisal information
from the outside organization. That information shall be consid-
ered in deriving the employee's next rating of record. If the
employee has not served in the NRC for the required 120 days
during the appraisal period but has served 120 calendar days
or more in another agency, a reasonable effort must be made to
prepare an annual rating of record based on the performance
plan and appraisal information obtained from that agency.

4. Within-Grade Increase Determinations. When a within-grade increase
decision is not consistent with the employee's most recent rating of
record, a more current rating of record must be prepared to resclve
the inconsistency before the within-grade increase is granted or de-
nied, as appropriate. :

5. Transfer of Rating. If an employee moves to another agency or to
another position in an organization within the NRC with a different
servicing personnel office, the current performance ratings of record
must be transferred as required by Part 11, K.5. below. In addition,

Approved: October 1, 1986
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a summary rating must be prepared in accordance with Part I, C.2
above.

Inability to Rate. If, at the end of the appraisal period (normally
September 30) an employee cannot be rated because he/she has not
worked under a performance plan in the NRC for at least the re-
quired 120 calendar days, the appraisal period shall be extended for
the amount of time necessary to reach 120 calendar days. At that
time, a rating of record shall be prepared.

Appraising Disabled Veterans. The performance appraisal and result-
ing rating of a disabled veteran may not be lowered because the vet-
eran has been absent from work to seek medical treatment as
provided in Executive Order 5396.

D. APPRAISAL PERIOD

1.

Annual Appraisal Period. The normal agency performance appraisal
period begins on October 1 and ends on September 30 of the follow-
ing calendar year.

Extended Appraisal Periods. Individual employee performance ap-
praisal periods longer than one year may be established in unusual
situations such as for employees who are: engaged in long-term sci-
entific research; ill or on extended leave; under a specific notice of
RIF; involved in pending determinations or appeals under any proce-
dure, including an opportunity period under a PIRM. Under these
and other extraordinary conditions, Office Directors may request
prior approval of the Director, Organization and Personnel (O&P), to
establish an extended rating period for such employees specifying
the reason for the extension. Employees should be informed promptly
about any deferred appraisal period applicable to them.

Progress Review. A progress review will be held each year generally
in March for all employees who have served at least 120 calendar
days under a performance plan by that time. At management's op-
tion, this progress review may be either oral or written or both.
Progress reviews are not required for employees who have not
served 120 or more calendar days under performance plans by their
last workday in March. As a minimum, employees shall be informed of
their performance by comparison with the performance elements and
standards established for their positions. The progress review is not
grievable. .

Office Appraisal Certification. Normally, each Office will rate the
performance of employees during the month of October each year. As
of November 1 each year, Office Directors will certify in writing to
the Director, Division of Organization and Personnel, that their em-
ployees have been rated and provided a copy of their rating. The
original of the completed rating must be provided to the Director,
Division of Organization and Personnel, (or Regional Personnel Offi-
cer) for retention in the Employee Performance Folder.

] Approved: October 1, 1986
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PERFORMANCE APPRAISAL PROCESS

AGENCY PERFORMANCE APPRAISAL PROCESS

Performance appralsal serves as a management tool designed to insure that
the Agency mission and the requirements of an organization are met by
measuring, tracking, and improving individual employee productivity.

B. DEVELOPING PERFORMANCE PLANS

1.

Employee Participation. The supervisor will encourage employee par-
ticipation in establishing performance plans. Employee participation
can take place in a number of ways, including but not limited to:
employees and supervisors developing the plans together; the em-
ployee providing the supervisor a draft plan; the employee comment-
ing on a draft plan provided by the supervisor; or the supervisor
obtaining mfor'matlon from a sample of employees who ‘perform similar

_ jobs.

Performance Pléns to the Employee. Performance plans must be in
writing and given to employees before an appraisal may be based on

those standards. Normally, each supervisor should provide each
_-employee under his/her supervision with performance plans, docu-
. mented on Form NRC 412, within 30 calendar days after the beginning

of the appraisal period or no later than 30 calendar days after

the effective date of the employee's entry into the. position. In

addition, performance plans should be given to employees whenever

‘they enter a position as a result of the following actions:

Appointment

Change to lower grade

Promotion

Reassignment

Detail or temporar‘y promotion for 120 calendar days or longer

. ldentifying Duties and ResponsibiIities/Performance Elements.

a. Position Descriptions. By OPM regulation, performance plans
shall be based on the requirements of the employee's position.
(This does not preclude establishing performance criteria from
sources other than the position description, i.e., when an em-
ployee is detailed or temporarily promoted to another set of
duties for 120 calendar days or more, a new performance plan
must be established. This new plan may or may not have direct
relationship to the employees primary position description of
record.) .

7 Approved: October 1, 1986
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b. ldentical and Similar Position Descriptions.

(1) Similar or ldentical Positions. Some identical or similar
performance elements are appropriate to assure equity and
consistency within and between different offices when
identical or similar positions exist in the same occupational
series and where duties, responsibilities and tasks actually
performed are essentially similar (e.g., secretaries).
Agency efforts will be devoted to identifying such posi-
tions which can be covered by some identical or similar
performance elements.

(2) Uniformity. Office Directors shall direct efforts toward
uniformity in performance elements and standards, as
appropriate, for identical or similar positions which are
office-specific (e.g., resident inspectors) consistent with
position descriptions. However, modifications or deletions
may be made to reflect actual work performed by the indi-
vidual employee.

c. Other Sources. Principal duties and responsibilities may be
derived from office planning documents; statements of orga-
nization and functions; Commission papers, decisions and
assignments; the NRC budget; and NRC's Policy and Planning
Guidance (PPG).

Revise Position Description if Appropriate. After identifying perfor-
mance elements through job analysis or using other sources, the
position description should be revised and updated as appropriate.

identifying Critical Elements. After accumulating a list of duties and
responsibilities from position descriptions or other sources, the
supervisor, with the participation of the employee, should list and
group similar or related duties and responsibilities into categories
taking into consideration organizational objectives when appropriate.
Each category of such related duties and responsibilities should be
stated in complete form and should adequately describe a component
of the job; these categories are the performance elements. Supervi-
sors must determine which elements are so important that failure to
meet the standard in one or more such elements would result in
Unacceptable performance in the position. Elements so identified
are ‘'critical elements." Performance plans will contain no less
than three nor more than six critical elements.

Determining Whether an Element Is Critical.

A critical element is a component of a position that consists of duties
and responsibilities which contribute toward accomplishing organiza-
tional goals and objectives and is of such importance that Unaccept-
able performance on the element would result in Unacceptable
performance in the position (see Definition, Part 1, B.4. above).

October 1, 1986 8
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The following criteria highlight some characteristics of critical
element? and provide guidance in determining whether an element is
critica

. It is 2 major component of the p051tion‘

. It is necessary to successfuily accomplish the work of the
‘ organization. _ ,

. Unacceptable performance on the eiement wou]d have serious
consequences on the ability of the organization to accomplish its
‘ misswon. o

It is a regu]ar and recurring part of the position
. It is a primary responSibi]ity of the employee.

AN

7. vCriticai Eiement Requirements for Managers and Supervisors.

Critical e]ements for supervisors shall- include at least one element
for management supervisory effectiveness including: (a) planning and
‘organizing; (b) selecting, developing, rewarding,and utilizing staff;

(c§ assessing equal employment opportunity and affirmative action
efforts; (d) performing appraisals on subordinates; (e) dealing
effectively. with differing professional views or opinions; and (f)
adhering to sound procurement/contract practices and procedures

e. Performance Standards Requirements.

a. Each supervisor. with the participation of the empioyee, shall
establish performance standards at the Fully Successful level for
each critical element, A

b. Performance standards. shou]d be as objective as p0551b1e Empioy-
ees should be accountable only for performance outputs which are
under their control. Performance standards should be written
clearly and simply and they should relate directly to the critical -
elements with which they are associated. To the degree possible, -
standards should be expressed in terms that can be measured or .
quantified and it should be made clear what measures wi]i ‘be used
in appraising performance, for example:

(1) Quality of Work. When appropriate. indicate how accurate or
‘how complete the work or work product must be, Indicate the
manner in. which the work must be performed.

| (2) Quantity of Work. When appropriate, indicate the volume of
work expected - the range of acceptabie output. Be sure

9 ":}', Amncved:September 29, 1989
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to factor in contingencies such as resources or unexpected
emergencies.

(3) Timeliness. When appropriate, include deadlines and

milestones.
c. General traits of behavior and personal characteristics (such as
"intelligence," "judgment," "dependability," and "cooperative-

ness," etc.) and undefined levels of skill or knowledge (such
as "writing ability,”" "oral expression," "job knowledge," etc.)
do not provide an adequate basis for making an objective
appraisal of the employee's performance.

d. insure that the standard can be attained and exceeded. Since
the standard is written at the Fully Successful level, it should
define clearly what is expected of Fully Successful performance.
Remember, however, there are two levels of performance above
and two levels of performance below the Fully Successful stan-
dard. The absence of a written standard does not preciude the
assignment of a rating at that level. The standard should be
written to permit the assignment of a rating at either of the two
levels above or below the level defined.

e. Standards for similar positions should be similar and consistent
to the degree feasible.

Documenting Performance Plans. The final performance plans will be
documented on Form NRC 412, "Non-SES Performance Appraisal
System Summary Rating." A continuation page is available should
more space be needed for itemizing performance elements and stand-
ards. The supervisor is responsible for preparing the final draft
of the plan. Before a copy of the draft plan is forwarded to the
reviewing official, the supervisor will give a copy of it to the
employee for his/her comment. Normally the employee will be given
5 workdays from the date of the final draft to provide comments to
the supervisor who shall consider emplioyee comments. If there is
disagreement between the employee and the supervisor over the plan
and a mutually acceptable alternative cannot be reached, the
judgment of the supervisor shall prevail. The supervisor shall
prepare and forward Form NRC 412 to the reviewing official without
signing it.

Reviewing Official. The reviewing official shall review the perfor-
mance plan for adequacy and consistency, and shall assure that it is
consistent with mission requirements, functional statements, and po-
sition descriptions. The reviewing official shall signify approval of
the draft by signing and dating Form NRC 412. |If the reviewing
official does not agree with the plan, he or she should discuss it
with the supervisor. In cases of differences, reviewing officials
have authority to make final decisions and direct that changes be
made. (Reviewing officials are not required for employees in posi-
tions reporting directly to the Commission and for other specific
positions (e.g., secretaries to Regional Administrators) which are
prior approved by the Director, Office of Administration.) After

September 29, 1985 = 10
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any differences are resolved, the supervisor and the reviewing
official shall sign Form NRC 412. ‘

11. Final Elements and Performance Standards issued to Employee(s).

a. Following review and approval by the reviewing official, the
supervisor will furnish the original of Form NRC 412 to the
employee for signature. The supervlsor will - discuss with and
explain to the employee any changes directed by the reviewing
officlal and request the employee's signature.

b. The employee's signature acknowledges only receipt of the per-
formance plan. The plan is effective when the employee receives
it.

“¢. If an employee refuses to sign a completed Form NRC 412 ac-
knowledging receipt of the performance plan, the supervisor
should ask a disinterested party to witness that the completed
form Is given to the employee. A brief statement to this effect
should be made on the form on the line which the employee
would otherwise have signed, and both the disinterested party
and the supervisor should sign and date the statement. The
supervisor keeps the original and provides the employee with a

copy.
C. MAINTAINING ACCURACY OF ELEMENTS AND STANDARDS

When there are significant changes in work assignments, resources avall-
able, or major shifts in function or priorltles which impact on an
employee's existing performance elements or standards, modifications
should be recorded on the original Form NRC 412, and all copies of the
Form. Addenda are also acceptable. Any significant change must be re-
viewed and approved by the reviewing official. Any revised Form NRC 412
or addendum Is required to be signed, dated, and distributed as specified
in B. above. New elements and standards become effective at the time the
revisions “are approved. The role of the employee in this modification
procedure parallels his/her role when the plan was originally established.

Notwithstanding the above, performance plans should not be revised with-
in 120 calendar days of the end of the rating period.

D. PERFORMANCE APPRAISAL ANP,_RAT_ING_

1. Annual Rating. During the month of October each year, supervisors
shall rate all employees under their supervision unless otherwise
‘excepted (see 4151-05, and Part |, C.6 and Part |, D.2. above). An
employee's performance during the appraisal period. is the basis for
his or her rating and is documented on Form NRC 412.

The supervisor should review work products, accomplishments, and
work status reports which reflect the employee's performance and
overall achievements with respect to each critical element and
performance standard established at the beginning of the appraisal

11 Approved: October 1, 1986



NRC Appe
Part I

ndix 4151
NON-SES PERFORMANCE APPRAISAL SYSTEM

period, or subsequentily modified and documented during the appraisal
period, including applicable summary ratings from other details,
previous positions or temporary promotions during the appraisal
period. The supervisor may request information from the employee to
assist in this review. The supervisor must use the currently
approved Form NRC 412.

Special Ratings.

For ratings of employees who change positions or who are on detail,
see Part i, C.2. & 3. above for requirements.

individual Element Ratings.

The supervisor shall rate each critical element as Outstanding,
Excellent, Fully Successful, Minimally Successful, or Unacceptable.
The following points will be assigned to individual element ratings.

Outstanding (O) 4 points
Excellent (E) 3 points
Fully Successful (FS) 2 points
Minimally Successful (MS) 1 points
Unacceptable (U) 0 points

These numbers will be used to compute the summary rating. (D.7.
below).

When There Is Little Or No Performance Data.

If, in the judgment of the supervisor, the employee has performed
no work or an insufficient quantity of work under one or more criti-
cal elements to justify a rating, the supervisor shall mark that ele-
ment "NA" (not applicable) and write on the form a brief explanation
of why such determination was made. Such a NA notation shall not
be counted for or against the employee, shall not. be given a numeri-
cal rating and shall not be counted among the number of critical
elements in deriving the Summary Rating (see D.7. below). This
provision does not apply to individuals who through inefficiency,
incompetence, or insubordination, fail to complete assigned work.

Approved:

Supporting Individual Element Ratings.

In addition to indicating the rating, the supervisor shall write a
brief narrative for each critical element, rating performance against
the written Fully Successful standard. When performance exceeds or
does not meet the Fully Successful standard, justification should be
included to clearly and explicitly justify the assignment of a rating
above or below the Fully Successful level.

Prohibition on Forced Distribution.

By OPM regulation, NRC may not prescribe a distribution of ratings
that interferes with the appraisal of actual employee performance
against performance standards.

October 1, 1986 12
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7. Computing Summary Rating.

~ &, Summary ratings are determined by totaling all the points earned
in an employee's performance plan as described in D.3. above and
dividing that sum by the number of elements rated. That quotient
determines the summary rating in accordance with the fo1low1ng

chart.
Outstanding (0) 3.70 - 4.00
Excellent (E) 2.70 - 3.69
Fully Successful (FS) 1.70 - 2.69
Minimally Successful ~ (MS) 1,00 - 1.69 :
Unacceptable - {v) (See definitions, Part I,
20.e. and G.9. below.)
EXAMPLE : |
: ~ .Employee A
Critical Element Rating Points
1 ; 0 4
2 E 3
3 E 3
4 E 3
TOTAL 13
Total points earned ' 13
Divided by the number of critical e1ements rated 4
Quotient B Y 1

A numerical of 3.25 app?ied to the chart equates to a summary rating
of 'Exce11ent. o .

Critical Element =~ Rating _ Points

FS
FS

E
0
Fs
E

TOTAL 16

O W N —
10 NS 4 PO N

Total points earned . o 16
Divided by the number of critical e]ements rated 46
Quotient _ 2,67

13 Approved: February 29, 1983
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A numerical of 2.67 applied to the chart equates to a summary rating
of "Fully Successful."

Rating Official. Supervisors may discuss with the employee his/her
accomplishments, deficiencies and performance as relates to his/her
critical elements before assigning the recommended summary rating
and sending it to the reviewing official for approval. During this
discussion with the employee, the supervisor may not make any com-
mitments about how individual elements will be rated or discuss or
show the summary rating to the empioyee. When the rating official
has assigned a tentative rating, he/she shall forward the unsigned
Form NRC 412, to the reviewing official.

Reviewing Official's Review of Ratings of Record.

(Note: Summary ratings that are not ratings of record do not
require a reviewing official's review approval or signature.)

a. The reviewing official is responsibie for assuring that all subor-
dinate supervisors operate a uniform and equitabie appraisal
system. If, upon review, the reviewing official determines that
a rating is poorly prepared, shows inconsistencies, or otherwise
fails to provide an accurate rating of the employee, the review-
ing official will discuss his/her views with the supervisor to
resolve the issues.

b. The reviewing official is the final approving authority on rat-
ings of record for employees within his/her organization. The
reviewing official may change the rating of any critical element
and the resultant summary rating. However, before taking such
action, the reviewing official should express his/her views to
the rating official in an effort to resolve any differences and to
provide the rating official the opportunity to support his/her
‘rating or amend the rating, as appropriate. If the reviewing
official changes the rating official's rating, reasons must be
based on an assessment of performance against the standards on
the approved performance plan on the Form NRC 412.

Cc. Following review and approval of the appraisal, the reviewing
official will sign, date, and return Form NRC 412 to the super-
visor to sign and date.

E. ANNUAL PERFORMANCE RATING DISCUSSION

1.

General Requirement.

Approved:

After the Form NRC 412 is reviewed and approved, the supervisor
shall meet with the employee to discuss his/her annual performance
appraisal and rating.

February 29, 1988 14
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2. Objectives.

The purposes of the annual performance appraisal discussions are:

a.

To advise the employee of the supervisor's oVeraII assessment of
his/her performance during the appraisal period.

To inform the employee how the rating may be used as a basis
for making personnel decisions.

To |dent|fy areas of strength and to recognize and reinforce the
posmve contributions of the employee.

To identify areas of performance in need of improvement, to
identify methods to facilitate that improvement, and to provide
assistance, if needed.

3. Procedures.

’ a .

A_ppraiSal Discussion. The supervisor shall meet with the em-
ployee and discuss each individual element rating and narrative
justification; the summary rating; and any recommendations for

- training or other -actions, as appropriate. . The annual review

session should cover not only the supervisor's appraisal of the
employee's work performance, but also the employee's concerns,
suggestions and career goals. The review session is the super-
visor's opportunity to help the employee recognize areas for
|mprove_ment,_ to . plan his/her future development, to enlist the
employee's help in achieving organizational goals, and to receive
important feedback from the employee. An Individual Develop-
ment Plan (IDP) may be prepared as a result of this discussion.

Employee's Comments. Space is provided on Form NRC 412, for

‘employee comments. Employee comments are optional and should

be furnished to the supervisor by the fifth workday after the

+ employee receives the appraisal. If the employee makes com-

ments which reflect, in the supervisor's opinion, significant
information and facts that change the supervisor's original
assessment of the employee's performance, a revised Form NRC
412, which reflects the changes, must be prepared by the
supervnsor and again submitted to the revnewmg official for
review and approval, . .

Employee's Signature. After discussion with the supervisor, the

- employee is requested to sign and date Form NRC 412. The em-

ployee's signature. acknowledges receipt of the rating indicating
that he/she has been provided the opportunity to meet with the
supervisor to discuss the contents of the appraisal. The
employees signature carries no impllcatlon that the employee
concurs in the appraisal or in the supervisor's comments. An
annual performance rating is not final until all necessary
reviews and signatures are secured. However, if the employee
refuses to sign the Form NRC 412, it will become effective on

15 Approved: October 1, 1986
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the fifth workday after the appraisal is received by the
employee. In the event an employee refuses to sign his/her
employee appraisal, the supervisor shall follow procedures
described in Part |, B.11l.c. above.

d. Retention and Validity of Ratings.

(1) A copy of the completed and approved Form NRC 412
should be given to each employee as soon as it is
practical after the end of the appraisal period. The
original will be forwarded to ‘the Director, Division
of Organization and Personnel, or Regional Personnel
Officer along with all other appropriate supporting
documentation for retention in the Employee Performance
Folder.

(2) The employee's most current rating of record is considered
the wvalid rating of record for official purposes and it con-
stitutes the basis for personnel actions, except that NRC
must comply with OPM regulations governing ratings of
record to be used for RIF purposes.

4. Performance Elements and Standards for the Upcoming Rating Period.

Normally, prior to the beginning of the new appraisal rating period
on October 1, a new performance plan Form NRC 412 containing ele-
ments and standards for the upcoming appraisal period will be devel-
oped, discussed, and reviewed as the sequence starts again. The
supervisor should discuss with and communicate to the employee in
writing the employee's performance elements and performance stan-
dards for the upcoming appraisal period as part of the annual
appraisal discussion. If such discussion of appraisal and new-year
requirements cannot occur simultaneously, they may occur sequen-
tially. Normally, the approved written performance plan should be
received by the employee within 30 days after the beginning of the
rating period.

F. GRIEVANCES ASSOCIATED WITH PERFORMANCE

Supervisors have the authority to assign duties and responsibilities to
employees and to set standards for their performance. Therefore, perfor-
mance plans are not subject to formal! appeal or to the Agency grievance
procedure under Chapter NRC 4157, Employee Grievances. However, an
employee who disagrees with the supervisor's summary rating or rating of
record may grieve it under provisions established in Chapter NRC 4157.
(Employees in the bargaining unit are subject to the negotiated
Agreement.)

When a rating is changed as a result of a grievance, the revised rating

shall be placed in the Employee Performance Folder in lieu of the
contested rating and becomes the rating of record.

Approved: October 1, 1986 16
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G.

USE OF APPRAISAL INFORMATION IN PERSONNEL DECISIONS

10

General Requirement. Ratings of record shall be used in recognizing
and rewarding employees; promoting; granting or denying within-
grade increases; training; assisting employees to improve poor
performance; and reassigning, reducing in grade, retaining and

‘removing employees. This section outlines the requirements for

performance based actions.

. - Performance Awards.

a. - Award Basis. Performance awards are lump-sum payments based
on the employee's rating of record for the current appraisal
period.

b. Approval. The awards will be recommended by the rating offi-
cial and approved by the reviewing official (except when the
employee reports directly to a Commissioner or the EDO)
responsible for making the performance appraisal decision.

c. Timing. Generally, these awards should be recomrriended at the

same time the rating of record is determined, and that rating
shall serve as sufficient justification for the award. However, in
unusual cases, if the supervisor wishes to nominate an employee
for a performance award more than 60 calendar days after the
employee receives his or her rating of record, a written justifi-
cation, ‘in addition to the most recent rating of record, must
accom'pany the recommendatlon

d. 'Budgetary Review. Approved awards will be forwarded for pay-

ment only after budgetary review and approval by the Program
Support Staff, Office of Administration.

e. Eligibillty Criteria.

(1) Only employees - whose current ratnng of record is Out-
standing or- Excellent may be’ consudered for Performance
Awards

(2) The supervisor of the orgamzatlonal unit will consider em-
ployees with Outstanding ratings prior to employees with
Excellent ratings for these awards. However, since awards
are a prerogative of management and since other factors
(e.g., recency of promotion) also affect award decisions,
there shall be no automatic or mandatory awards based
solely on ratmgs

(3) No employee who has received a High Quality Increase may

receive a Performance Award for the same period of
performance.

17 Approved: October 1, 1986
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Approved:

f. Procedural Requirements.

(1) The employee's immediate supervisor initiates recommenda-
tions on Form NRC 365, "Nomination and Authorization for
Cash Awards," concurrent with assigning the rating of
record on which the award is based, or at such later time
as the supervisor determines that an award would serve
the relationship between pay and performance. -

(2) Nominations should be evaluated promptly. Generally, no
more than 90 calendar days should elapse from the time of
the recommendation until the award is granted. Normally,
the employee should be notified of an award by his or her
supervisor.

(3) After action by the reviewing official, approved nomina-
tions, consisting of two signed copies of Form NRC 365,
the performance appraisal for the current appraisal year,
and a narrative justification, if required, shall be fur-
nished to O&P for review and processing.

(4) The amount of the award is determined using the tables
in Exhibit A; exceptions may be approved only by the
Chairman or the EDO, not to exceed 15 percent of the
nominee's base salary, when sufficient, fully documented
reasons exist. The full amount of a performance award may
be granted only once in any 52-week period.

(5) Performance awards shall be documented in the Official
Personnel Folder to reflect the nature of the award,
including the amount of the award.

Incentive Awards (See Chapter NRC 4154, Incentive Awards.)

Within-Grade Increase. (See NRC Appendix 4130-C, Position Evalua-
tion and Pay Administration.) An employee may be considered eligi-
ble for a within-grade increase under Appendix 4130-C only if
his/her most recent rating of record (or PIRM determination, as
appropriate). is Fully Successful or higher and the employee is
otherwise eligible.

High Quality Increase (HQI).

a. General. An HQ! is an increase in an employee's rate of basic
pay from one rate of the grade to the next higher rate of the
same grade based on performance at the Outstanding or Excel-
lent level which is expected to continue. The use of HQIs is
intended to provide the flexibility to recognize sustained high
quality performance by authorizing faster than normal step
increases.

b. Recommendation For HQI. A recommendation for an HQI must
normally be supported by the employee's most recent rating of

October 1, 1986 18
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record, or when the appraisal is more than 60 calendar days
old, by a written statement explaining the reasons for granting
the HQI.

c. Eligibllity Criteria.

M

(2)

HQIs may be granted only to employees on the General
Salary Schedule (GG) who are covered by this Performance
Appraisal System. - Employees in the Senior Executive
Service, Scientific and  Technical, Administratively
Determined, and Wage Grade pay schedules are not eligible.

Employees whose performance meets all of the requirements
for a performance award, including performance which has
been sustained at a high level for a sufficient time so that
it is considered characteristic (not less than 6 months),

-~ and who are expected to continue such performance in the

- (3)

(4)

future, may. be considered for an. HQ!. There should not
be automatic awards based solely on performance ratings.

ngh Quallty Increases may not be granted to employees
who:

(a) are in the maximum step of.any grade;

(b) are not expected to remain for at least 60 days in the

' same or a similar position at the same grade level,
- have just been promoted, or when a promotion is
' immment

‘(‘c) are in a ‘controlled tralmng program such as Upward
"~ Mobility or the NRC Intern Program,

"_(d) have been detailed to' the position or project for only

a short period, e.g., less than 6 months, during the
performance period bemg recogmzed,

(e) have been granted an HQI in the prior 52-week
. period; or .

(f) have been granted a performance award for the same
period of performance. _

‘Although not specifically prohibited, recommending and

approving officials should consider carefully whether the
relationship between pay and performance is well served by

granting-an HQl to: . .

(a) an employee who has received an HQ! previously in
"~ the same job;

19. Approved: October 1, 1986
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(b) an employee who is in a position that has been down-
graded or has a retained pay rate;

(c) an employee who has announced his or her intention
to retire; or

(d) an employee in order to solve personnel problems,
e.g., the inability to promote an employee.

d. Procedure Requirements.

m

(2)

(3)

Initiating Action. The employee's Iimmediate supervisor
should normally Iinitiate Form NRC 252, "“Nomination for
High Quality Increase," through appropriate supervisory
levels to the Office Director or Regional Administrator for
approval. (See G.5.d.(3) below for processing require-
ments.) This approval authority may be delegated no lower
than Division Directors or equivalent organizational level.

Justification. The performance appraisal should be used as
justification for this award. In addition, if the appraisal is
over 60 days old, section 10 of Form NRC 252 should be
completed.

Evaluation and Processing. Generally, no more than 90 cal-
endar. days should elapse from the time of the recommenda-
tion until the award is granted, unless it would be to the
employee's benefit to delay the HQI for a longer period to
take advantage of his/her placement in the waiting period
for the next within-grade increase. See Appendix 4130-C,
Part 1V,C. for discussion and examples. The Division or

. Office Director shall review as soon as possible the docu-

mentation supporting the recommendation. If approved, a
completed SF-52, "Request for Personnel Action," shall be
prepared and forwarded with the supporting documentation
to O&P. O&P will review the request for accuracy and con-
formity with procedural and other regulatory criteria; if
complete, an SF-50, "Notification of Personnel Action," is
prepared. The SF-50 will be processed in the same manner
as other personnel actions.

e. Authorizing Payment.

M

(2)

Documentation. Approval and certification shall be based
on two signed copies of Form NRC 252 together with
required documentation. which shall be furnished to O&P
for review and processing. This documentation shall be
the basis for the Division of Accounting and Finance to
make payment.

Amount of Award. The amount of the HQI! is determined by
the employee's grade level. An HQI immediately raises the
employee's basic rate of pay one step and has possible

Approved: October 1, 1986 20
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continuing benefits such as increasing the recipient's life
insurance coverage, favorably affecting subsequent promo-
tions, and increasing retirement computations. Therefore,
the recommending and approving officials should consider
carefully the continuing cost to the Government and the
‘taxpayer versus the motivational value to the employee.

6. Promotions. (See Chapter NRC 4108, Employment.)

a. Only an employee whose summary ratlng meets or exceeds Fully
Successful. may be considered for noncompetitive career promo-
tion to higher grade levels. No employee may receive a career
ladder promotion who has a rating below "Fully Successful" on a
critical element that is also critical to performance at the next
hlgher grade of the career ladder.

b. Al employees may apply for competmve promotion opportunities.
In considering an employee for promotion under competitive pro-
motion procedures, due weight must be given to past summary
ratings and to any awards granted.

7. Reduction-1n-Force (RIF).

a. No summary rating or rating of record .Will be assigned for: the
sole purpose of affecting an employee's RIF retention standing

b. No new ratings of record WI|| be prepared for employees who
have received a specific notice of reduction-in-force until after
the effective date of the reduction-in-force.

c. See NRC Chapter 4170, Reduction-in-Force (Non-SES), for how
performance ratings lnﬂuence retention during a RIF.

8. Minimally Successful Performance. Superv:sors are requnred to take
action, as follows, whenever an employee's performance is rated Min-
imally Successful. Supervisors should consult with the Chief, Labor
Relations Branch, Division of Organization and Personnel, and/or the
Regional Personnel Officer, as appropriate, for guidance

a. Employee Counsehng.

(1) Supervisors should counsel employees who are rated Mini-
mally Successful. The counseling should address in specific
terms how the employee's performance is less than Fully
Successful.

(2) Supervisors should counsel employees during the annual
progress review, making them aware of progress against
performance standards. (Counseling may consist of a com-
ment or a short conversation or several discussions focus-
ing on ~work products and how to perform given
assignments. )

21 Approved: October 1, 1986
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(3) Employees should be encouraged to discuss any reasons
which might cause performance problems. Generally, the
responsibility for raising any medical condition lies with
the employee. However, if the supervisor recognizes the
possible existence of a problem such as alcoholism, drug
abuse or emotional or personal problems, he/she should
discuss the situation with the Labor Relations Branch
and/or the Regional Personnel Officer, as appropriate and
the appropriate Agency counselor and, if appropriate,
refer the employee for counseling. (If an employee raises
a claim of poor performance due to the excessive use of
drugs or alcohol, the supervisor must refer him/her to
counseling. At that time, the supervisor should give the
employee a choice between successful rehabilitation or
future performance-based action if the employee refuses
rehabilitation or if problems persist following treatment
or rehabilitation.) (See also Chapter NRC 4161, Employee
Health Services Program.)

Training. Supervisors should discuss with employees any train-
ing needs which might upgrade the employee's performance to
an acceptable level of competence. Such training may include
closer supervision, more specific guidance and on-the-job or
other training.

Denying Within-Grade Increase. The supervisor may not grant a
within-grade increase to an employee whose current rating of
record is Minimally Successful or below. When a within-grade
increase decision is not consistent with the employee's most
recent rating of record, a more current rating of record must
be prepared to resolve the inconsistency before the within-
grade increase is granted or denied as appropriate. (Denial
of a within-grade increase shall be effected in accordance
with Appendix 4130-C. Employees in the bargaining unit are
subject to the negotiated Agreement.)

9. Unacceptable Performance. In addition to the actions described in 8.

above, supervisors are required to provide employees an opportunity
period in which to demonstrate acceptable performance whenever an
employee's performance is deemed Unacceptable in one or more criti-
cal elements.

a.

Approved:

Performance Improvement Requirements Memorandum (PIRM).

(These instructions do not apply to trial period employees.)

At any time the employee's performance is deemed Unacceptable,
the supervisor must take action. The law provides that the
employee be given an opportunity to demonstrate acceptable
performance. The supervisor shall coordinate with the Labor
Relations Branch (through the Regional Personnel Officer, as
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appropriate), and shall provide the employee a performance
improvement period of 60 calendar days to bring his/her perfor-
mance up to at least the Minimally Successful level. The
supervisor shall prepare a Performance Improvement Require-
ments Memorandum (PIRM) which:

(1) identifies‘the critical element(s) for which the employee's
performance is Unacceptable.

(2) details the way in which the employee's performance is not
meeting the standard(s) of the current performance plan.

(3) communicates new performance standards at the Minimally
- Successful level for critical elements in which perform-
ance has been determined to be Unacceptable. These stand-
ards shall be reviewed, approved and documented on the
employee's performance plan (Form NRC 412) as an
e addendum to that plan in accordance with B. above.

(4) descrnbes how the supervisor wnll assist the employee to
improve performance.

(5) informs the employee of the ‘amount of time allowed to
" bring 'his/her performance up to at least the Minimally
Successful level.

(6) states that failure to improve performance to at least the
Fully'Successful_ level will result in denial of within-grade
increase; and failure to tmprove to at least the Minimally
Successful level will result in imtlatlng action to reassign,
reduce in grade or remove.

b. Combined Memo The notification requirements for denying
within-grade increases and the PIRM may be combined in one
memorandum, when approprnate

c. Use Form NRC 412 Only at End of Appraisal Period. The super-
visor 'is required to complete a ~Form NRC 412 and issue a
~rating of record only when the opportunlty period  established
by the PIRM ends at the end of the appraisal period, when the
ratmg of record is normally due or if required by other provi-
smns of this Appendix.

d. Determination at End of Perforrnance improvement Period.

At the conclusion of a performance improvement period when
that period does not end at the end of the appraisal period, the
supervisor shall determine whether performance has improved or
remains Unacceptable.

(1) If performance is Fully Successful or better, the supervi-

sor shall issue a memorandum to the employee informing
him/her of this fact.
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(2) If performance is Minimally Successful, the supervisor,
with the advice of the Labor Relations Branch and/or
Regional Personnel Office, as appropriate, shall issue a
memorandum to the employee informing him/her of this fact.

(3) |If performance remains Unacceptable, the supervisor, with
the advice of the Labor Relations Branch and/or Regional
Personnel Officer, if appropriate, shall initiate action
to remove the employee from his/her position by reassign-
ment (see H. below), reduction in grade or removal (see
1. below).

If insufficient information is available at the end of the
PIRM period to adequately and fairly rate the employee's
performance, the PIRM period may be extended.

H. REASSIGN THE EMPLOYEE

NRC retains the management right to reassign employees based on the
needs of the service. Reassignment to another position at the same grade
level may be the appropriate action in a case where the employee's
performance continues to be Minimally Successful or Unacceptable.
Reassignment may provide the employee with a change in work environment
or in the kind of work performed sufficient to improve his/her level of
performance. The Division of Organization and Personnel and/or Regional
Personnel Office, as appropriate, may be consulted regarding the quali-
fications of the employee to determine eligibility for positions. The
supervisor of the new position must inform the employee in writing of
the critical elements and performance standards for the new position.

l. REDUCTION IN GRADE AND REMOVAL

1. General. Reduction in grade or removal may be the appropriate
action in a case where the employee's performance in one or more
critical elements continues to be Unacceptable by the end of the
performance improvement period.

2. Authorities and Coverage. Reductions in grade and removals based on
Unacceptable performance in one or more critical elements will be
accomplished in accordance with 5 CFR Part 432 of the regulations
of the Office of Personnel Management, as supplemented by these
instructions. For reduction in grade or removal in any case based
on Unacceptable performance when it is found together with mis-
conduct, see also NRC 4171, Separations and Adverse Actions.
These instructions do not apply to:

a. the action during employee's trial period (formerly called proba-
tionary period) (see NRC 4108).

b. a reduction-in-force action (see NRC 4170).

c. termination of a temporary promotion (See NRC 4108).
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3. Selecting Reduction in Grade or Removal. If the employee's perfor-
mance on the critical element(s) remains at the Unacceptable level
during the performance improvement period, the supervisor must de-
cide whether to initiate action to reduce in grade or remove. Reduc-
tion in grade may be appropriate when the employee's demonstrated
performance in his or her current position would appear to meet an
acceptable level for performance at a lower grade level. In addition,
the supervisor must be satisfied that the employee's level of perfor-
mance at the lower: grade will still permit the organization to function
effectively. ,

"4, Advance Written Notice of Reduction in Grade or Removal
(after performance improvement period).

a.  Under 5 U.S.C. Chapter 43, Subchapter I, and the regulations
of the Office of Personnel Management, any action to reduce in
grade or remove an employee for Unacceptable performance must

. be preceded by an Advance Written Notice to the employee.

b. The Advance Written Notice will be prepared and sighed by the
proposing official. _

c. An "Advance Written Notice to Reduce in Grade or Remove" may
. not be issued until it has been reviewed and concurred in by
the Regional Personnel Officer, when appropriate, and the
Director,- Division of Organization and Personnel, and the
Office of the General Counsel (or their designees).

d. The notice musf:

(1) provide 30 calendar days advance written notice of the
proposed action. B o \

(2) identify  specific instances of Unacceptable performance

.~ which occurred during the 1-year period ending with the
date of the Advance Written Notice and on which the
proposed action is based.

(3) ideﬁtify the critical element(s) of the employee‘s position
- 'involved in each instance of Unacceptable performance.

(4) inform the employee of his/her right to be represented by
an attorney or other representative; and the employee's
obligation to notify the deciding official who the represen-
tative will be, if any, within a reasonable period of time
..prior to any oral reply.

(5) - inform the 'empvl‘oyee of the amount of time allowed to

answer orally and in writing, and further inform the
employee that:

25 Approved: October 1, 1986




NRC Appe
Part I

ndix 4151
NON-SES PERFORMANCE APPRAISAL SYSTEM

Approved:

(a) the employee shall be provided with a reasonable
amount of official time to prepare an oral and/or
written reply to the Advance Written Notice.

(b) the employee shall provide his/her oral and/or written
reply to the deciding official within 14 calendar days
from receipt of the Advance Written Notice; and that
extensions of time may be granted based on reasonable
grounds. (Bargaining unit employees are governed by
the negotiated Agreement).

(c) if an oral reply will be made, a date and time will be
set at an agreeable time and place.

(d) an oral reply will be heard by and/or a written reply
will be received by the deciding official.

(6) specify that the employee should address his/her response
to the deciding official set forth in the Advance Written
Notice.

Agency Disallowance of Employee Representative.

The Director, Division of Organization and Personnel (O&P) (or
designee), after consultation with the Regional Personnel Officer,
as appropriate and the originator (proposing official) of any
Advance Written Notice may disallow as an employee's representative
any individual whose activities as a representative would cause a
conflict of interest or position. The decision of the Director, O&P,
in this regard is final.

Extension of the Advance Written Notice to Reduce in Grade
or Remove. The deciding official of the Advance Written Notice may
extend the notice period for a reduction in grade or removal for
a period not to exceed 30 calendar days, and may further extend
the notice period with prior approval from the Office of Personnel
Management. This extension must be in writing and must be reviewed
by the Regional Personnel Officer, when appropriate and by the
Director, Division of Organization and Personnel (or designee).

Deciding Official. Unless the action was proposed by the head of the
Agency (the Chairman or EDO as appropriate), the decision must be
concurred in by an official at a higher level than the proposing
official.

Considering the Reply. The record of the action must show that the
employee's oral and/or written reply to the notice is considered by
the deciding official before he or she makes a decision on the
proposal. NRC management may require a verbatim transcript of any
oral reply.

Decision. The deciding official must provide the employee with a
written decision to retain in grade, reduce in grade, or remove the
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10.

1.

employee within 30 calendar days after the expiration of the notice
period. The decision to reduce in grade or remove may be based
only on those instances of Unacceptable performance cited in the
Advance Written Notice. This written decision, if adverse to the
employee, must: =

a. specify those instances of Unacceptable performance by the
employee cited in the Advance Written Notice on which the
reduction in grade or removal is based.

b. state the effective date of the reduction in grade or removal.

" ¢. state the individual's appeal rights.

PUrging Records. If the employee is not reduced in grade or removed
because of performance improvement to at least Minimally Successful
during the _Advance Written Notice period, and the employee's
performance continues to be at least Minimally Successful for
one year from the date of the Advance Written Notice, any entry or
other notation of the Unacceptable performance for which the action
was proposed shall be removed from all' NRC records. The Director,
Division of Organization and Personnel, or Regional Personnel Officer
shall ensure these records are removed from the EPF.

Egeal Veterans prefef'ence ellglbles who have completed 1 year of

current continuous employment in the same or similar positions may
either appeal to the Merit System Protection Board (MSPB) or use
the NRC appeals process. (See NRC 4171 for a discussion of "same
or similar positions.") However, if the MSPB accepts an emp!oyees
appeal on an action, issue, or charge, an appeal concerning the
same action, issue, or cha'r'ge will not be accepted by NRC, or if
already accepted, processing will' not be continued by NRC.
Employees who are not preference eligibles who have completed one
year of current contlnuous employment may appeal only through
the NRC appeals process. (Bargaming unit employees are governed

’by the negotaated Agreement )

J.  TRAINING FOR EMPLOYEES

1.

Identifying Tr‘aining Needs.

Performance ratihge should be used as a basis for determining the
career training and development needs of NRC employees.

a. Employees may .receive training for two purposes: overcoming
deficiencies and development. Supervisors should attempt to
determine whether the training - will ‘assist an employee's
_ performance, and Form NRC 412 may identify areas where
remedial and/or developmentali training may be necessary for
an employee to meet a specified performance standard.

b. Developmental fraining may be provided for empioyees to expand
the scope or depth of their abilities and knowledge to enhance
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job performance. Within available resources, the interests and
desires of each employee may influence the type and amount of
developmental training. (See Chapter NRC 4150, Employee
Development and Training.)

Training in Performance Appraisal for Managers, Supervisors and
Employees.

a. Training will be provided to NRC supervisors and management
officials on the NRC Non-SES Performance Appraisal System,
particularly on:

(1) the principles of performance appraisal and the relationship
of performance appraisal to effective personnel manage-
ment, including its relationship to training, pay, awards,
career promotion, and employee discipline.

(2) how to write effective performance plans.
b. Supervisors, in turn, shall provide information and offer train-

ing as they deem appropriate, to employees under their
supervision.

K. RECORDS

1.

Approved:

Employee Performance File (EPF). The records of the NRC Non-SES
Performance Appraisal System are maintained in the EPF.

Contents. The EPF will contain documents such as the original
appraisal (Form NRC 412), the original Performance Improvement
Requirement Memorandum (PIRM) (as appropriate), and other official
performance-related documents.

Maintenance. The Director, Division of Organization and Personnel,
shall maintain and purge, as appropriate, an EPF for each employee
given an appraisal under this Appraisal System in Headquarters and
in the Region(s) without delegated personnel authority. Regional
Offices with delegated personnel authority are responsible for
maintaining the EPF for non-SES employees in their Regions in
accordance with this directive. The files will be maintained in
accordance with provisions of the Privacy Act and the NRC System
of Records Notice (NRC-22). They will be maintained separately
from the Official Personnel Folder (OPF), and will not contain
any duplicate OPF material.

Retention for 3 Years. Each document in the EPF will be retained by
NRC for 3 years from its effective date except when earlier removal
is required by this chapter or by administrative or judicial proceed-
ings. Each document normally will be destroyed at the end of
3 years.

Disposition of Records. When the OPF of an employee is sent to
another servicing office within NRC, to another agency, or to the
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National Personnel Records Center, the servicing personnel office
shall include in the OPF all performance ratings of record that
are 3 years old or less, including the performance plan on which
the most recent rating of record was based and any summary rating
written when the employee changed positions as described in Part |,
C.2. and 3. of this Appendix.

Access. Access to EPF records is governed by the provisions of the
Prlva)cy Act of 1974 and NRC regulatlons (see NRC 0204, "Privacy
Act"

L. PROCESSING FORM NRC 412

1.

Establishing the Performance Plan.

Performance plans are documented on Form NRC 412 whenever an
employee begins a new appraisal period, changes positions, or enters
on a detail or temporary promotion expected to last more than
120 calendar days. The plan is effective when the employee receives
it regardless of whether the employee signs the Form or not (see
B.11.c above). The dates of the period of time the employee is to be
appraised will be reflected on the form. (The employee's signature
and date on the Form will show when he/she actually received the
Form.) The employee should receive the plan normally within 30 cal-
endar days from the effective date of the action requiring the plan.
The original of the approved Form is kept by the rating official or a
higher level official as desired by the organization. Copies are given
to the employee.

After the Rating. After an employee has been rated and the rating
is reviewed and approved, the original Form NRC 412 will be given
to the servicing personnel office for inclusion in the EPF. A copy
will be given to the employee.

Distribution of Summary Ratings. At the time an employee changes
position (Part I, C.2.) or leaves a position to which detailed or tem-
porarily promoted (Part I, C.3.), the supervisor of the position from
which the employee is leaving is required to give a summary rating
and give the original to the servicing personnel office. A copy will
be given to the employee and to the rating official who will give the
employee his/her next rating of record.
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EXHIBIT A
SCALE OF AWARDS FOR PERFORMANCE AWARDS
(The Availability of These Awards is Subject to Funding Constraints)

Bargaining Unit Employees

GG Grade ‘ Award Range
1 - 4 $100 - $150
5 - 8 $140 - $200
9 -1 $200 - $250
12 - 13 $250 - $300
14 - 18 $300 - $350

Application of the scale to a position not under the NRC GG schedule shall be
made by comparing the annual entrance pay for the grade. For a Wage Position,
the annual entrance pay is determined by multiplying the entrance hourly rate
by 2087. An exception from the scale may be made only in a unique case of
unusual merit and when the reason therefore is documented and approved by
the Executive Director for Operations.

Nonbargaining Unit Employees

Performance Appraisal Summary Rating Amount of Award*
Outstanding Up to 15% of base salary
Excellent Up to 10% of base salary

In determining the percentage of base salary to be used, consideration should
be given to the difficulty of job, caliber of performance plan, recent
promotions, and relative cash values of the award compared with other mone-
tary recognition. Lower percentages of base salary would be appropriate in
most instances.

*For dollars amounts exceeding $2,000, see 4151-03.
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